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NONAPPROPRIATED POSITION DESCRIPTION JOB TITLE: Supply Clerk

POSITION NUMBER 01--0118 JOB SERIES: 2005 PAY LEVEL: NF-1

Summary of Duties:

Provides routine clerical support, limited in range, involving inventory control, storage, and/or distribution of one or
more of the following: supplies, equipment, material, property, publications and certain related services.

May prepare, post, file, control and/or code supply documents. Orders, receives, stores, issues, replenishes or takes
inventory of supplies, equipment, material, property, publications, etc.

Establishes and maintains various files and/or records.

Performs other related duties as assigned.

Minimum Qualifications:

Must have the ability to learn and apply standardized supply practices and procedures. Must have the ability to
operate a CRT and related office machines, and have knowledge of business mathematics. Six months of experience
is preferred.



